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Q&D - Housekeeping Records: Records Disposition Schedules 

activities 

regarding the daily 
federal 

11/30/2013

and referred to 
responses 

correspondence from members of 

05/31/2009

07/31/2008

and purpose of request 
02/12/2007

requests for information under the Freedom of Information 
Act (FOIA), consisting of the original request, a copy of the 
reply thereto, and all related supporting files which may 
include the original file copy of requested record or copy 

02/01/2007

National 

standards 

year.

Close at end of calendar year.

Destroy when no longer needed.

Close inactive records at end of 
congressional session.

Destroy 5 years after file closure.

form is 

Destroy when related form is 
discontinued, superseded, or canceled.

Destroy 6 years after final action or after 
final adjudication by courts, whichever is 
later.

Destroy 2 years after date of reply.
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relating to 

02/01/2007

-1150 or 
balances.

b

06/30/2012

by individual offices that relate to the internal 
administration or housekeeping activities of the office 
rather than the functions for which the office exists. In 
general, these records relate to the office organization, 
staffing, procedures and communications, including 
facsimile machine and facility logs; the expenditure of 
funds, including budget papers; day-to-day administration 
of office personnel, including training and travel; supplies, 
equipment, services; routine, administrative meeting 
arrangements; and the use of office space and utilities. 
They may include copies of internal activity and workload 
reports (including work progress, statistical and narrative 
reports which are prepared in the office and forwarded to 
higher levels), contact lists, and other materials that do 
not serve as unique documentation of the programs of the 
office.
Excludes: Record copies of organizational charts, 
functional statements and related records that document 
the essential organization, staffing and procedures of EPA 
that are scheduled separately. (ADMI 110) (Formerly 
BUDG 596)

1/31/2009

Dispose of in accordance with the 
approved Agency disposition instructions 
for the related records, or with the 
related FOIA request, whichever is later.

Close inactive records at end of calendar 
year.

Destroy 5 years after file closure.

Close inactive records when signed by 
supervisor.

Destroy 3 years after closure.

Destroy when 2 yrs. old.
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promotion maintained by 
item also 

Agency Officials Separation or 
Separation 

other offices are covered by 

5/31/2011

units. 

meeting 

project control files 

and 

12/31/2009

transactions exceeding $2,000, dated earlier than July 3, 
1995
Includes transactions and related papers that utilize 
other than small purchase procedures and all 
construction contracts exceeding $2,000.

7/31/2010

Destroy when 3 years old.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.

upon completion.

Close inactive records upon transfer.

Destroy 5 years after file closure.
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transfer to 

in or 

from EPA.

Close inactive records at the end of the 
month.

Destroy 6 months after file closure.

01/31/2013

6/30/2012

documentary or evidential 

no special compilation or 

receiving office copy if filed 
material.

including memoranda and other 
official 

02/01/2007

employees' time and expense while on travel status, 
and to request reimbursement or balance due on travel 
funds authorized. Records consist of travel 08/31/2009

Close inactive records at end of pay 
period.

Destroy 1 year after file closure.

Close inactive records at end of 
month.

Destroy 3 months after file closure.

and 3 months 
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Accessibility EPA Locator EPA Home

One EPA Workplace A-Z Index Region 10 Pacific 
Northwest (Internet)
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